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Learning Objectives

After completing the instructions in this booklet, you will be able to:
1 Identify the components of the Word 2016 interface.

1 Use the Tell Me feature to enter wordsd phrases related to what you want to do next to
quickly

Access features or actions.

Create a new document.

Set document margins.

Set paragraph alignment, indentation, and spacing.

Set tabs.

Add headers and footers to a document.

Apply a theme to @ocument.

Format text.

—a =4 =4 =4 =4 -4 4 -4 =4

Check the document for spelling and grammar.

The Word 2016 Interface
The Word 2016 interface is very similar to the Word 2013 interface, with a few minor changes.

following describes the Word 2016 interface.

The Backstage View
When first opening the program, the user will be presented with options to open recent documel

start a new blank document, or select from a number of templates. The following explains ho

enter theBackstage Viewfter creating your document:

1. Clickhe Filetab.

Document] - Word (Product Activation Failed)

B inset  Design  Layout  References  Mailngs  Review  View  Q Tell mewhat youwantto do..

- . . OFind -
= 0w 2T pambcend| aasbcene AaBbC AaBbCd AQD aasbeer agsben 2B Replace
-] SR

- v i 1 1 5 2 i S < _
(e RS Normal | TNoSpac.. Headingl Heading?  Title Sublite  SubleEm. || o

Il

Calibri (Body) =[11 « A A Aa~ %

Paste . A . Ay .
" Formatpainter | B L U v X X[ R~ A

Clipboard el Font ] Paragraph ] Styles ] Editing A
Figure 1- File Tab (Backstage View)

2. From theBackstage Vieywou can perform the following actions:
a. Back- Takes you back to edit your document ($égure 2)

b. Info - Obtain information about your documents (SEgjure 2)
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New - Create a new document from a blank or gogmatted template (Se&igure 2)

a o

Open- Open a document (Sddagure 2)

e. Save- Save the document to keep your edits ($agure 2)

f. Save As Resave a saved document as a different filename or file typeRi8aee 2)
Print - Print documents and see a preview of your document (Sgare 2)

Close- Close the document (Séagure 2)
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Figure 2- Backstage View

The Ribbon
The Ribbon is a panel that contains functional groupings of buttons anddirep lists organized by

tabs. Each product in the Office Suite has a set of tabs that pertain to the functionality of

application. Each tab is further divided irdooupssud as theFontand Paragraph
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Figure 3- The Ribbon
At the bottom righthand corner of some groups, there is a diagonal arrow call@@lag Box.aunche

(Seerigure 4)Clicking this button opens a dialog box for that grouptaiming further option selection

for the group.
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Figure 4- Dialog Box Launcher
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Contextual tabs will appear depending on what you are working on. For example, if you've inse|

pictures, the tab appears whenever a picture is selected.
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Figure 5 Contextual Tab

Customizing the Ribbon

You can hide/unhide tabs that you do not use, or create your own tab of favorite tools. The follo
explains how to customize theibbonto build your own tabs and groups.

1. Click theFiletab.

Dacument? - Word
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“Figure & File TaHBackstage View)
In the Backstage VieyclickOptions.

In theWord Optionglialog box, clickustomize RibboiSeeFigure 7)

Click theNew Tabbutton (SeeFigure 7)

ANew Tabhas been added in the list Main Tabs UnderNew Tab you will seeNew Groups

a & 0D

already selected for you (S&égure 7)

6. From the column on the left, seleccammandfrom the list underChoose commands frota
add to theNew Goup (SeeFigure 7)

7. Click theAdd button (SeeFigure 7)

Figure 7- Creating a New Tab
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8. The command will be added to yodew Grougab.

9. To rename the tab or group, riglatick on theNew Tabor New Group (SeeFigure 8)
10. ClickRename(SeeFigure 8)

11.To hide a tab, remove theheck marknext to the name of the tab (Sdagure 8)

= lew Tab (Custom)
@ 7:1 New Group (Custom)
A Find Add New Tab

= (V] Blog Post

® [¥]Insert (Blog Pgg £d New Group

@ [¥] Outlining Rename I
= [V Background K Remave

Figure 8 Rename New Tab or New Group

The Quick Access Toolbar
TheQuick Access Toolbarlocated in the uppeleft part of the main Word window, above tHéleand

Hometabs. It provides easy access to commands that you may use often and be customized|fo yol

preferences. The following explaihew to customize th&uick Access Toolbar

1. Click thedrop-down arrow in the Quick Access ToolbgdeeFigure 9)
2. In theCustomize Quick Access Toolbar etloprn menu, click thecommand(s)you wish to add
or remove from youQuickAccess Toolbgd6eeFigure 9)

3. ClickMore CommandgSeeFigure 9)

Figure 9- Customize Quick Access Toolbar

4. In the Customize Quick Access ToolMvardow, from the column on the left, selectt@mmand
from the list underChoose commands frota add to yourQuick Access ToolbgeeFigure 10.
5. Click theAdd button (SeeFigure 10)

6. Click theOkbutton (SeeFigure 10)
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!HI'H Customze the Quick Access Toolbar
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Figure 10- Adding Commands to the Quick Access Toolbar

Tell Me

The Tell Me feature allows you to enter words and phrases related to what you want to do next
quickly access features or actions. It can also be used to look up helpful informelatedrto the

topic. It is located on th&lenu bar above theribbon

Search for Features

1. Click th&ell Mebox.
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Figure 13- Tell I;/Ie
2. Type thefeature you are looking for (Sefeigure 12)

3. IntheTell Medrop-down, you will receive a list ééaturesbased on your search. Click the

Featureyou were looking for (Sefeigure 12)
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Figure 12- Select a Feature
Page6 of 105




4. You will either be taken to tHeatureor a dialog box of that &ture willopen

Browse »

Figure 13 Insert Pictures Online Dialog Box
Get Help with Word
To receive Microsoft Word Help, either type in thell Mebox or press thé&1key on the keyboard.

1. Click in th&ell Mebox.
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Figure 14 Tell M

2. Type youmuestionyou want help with (SeEigure 15)
3. IntheTell Medrop-down, clickGet Help on questiorfSeeFigure 15)
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Figure 15 Get Help on Feature

the Topicyou wanted help with.

Page7 of 105
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Word 2016 Help
@O 68 K
Search p

Insert pictures in Office 2013 and Office
2016 - Office ...

Pictures can be inserted (or copied) from many
different places, including a computer, an online
source like Bing.com, or a Web page into an Office
2016 or Office ...

m

Insert pictures in Word

Insert pictures into a Word document from various
sources, such as a Web page, Office.com, or a
computer. By default, Word will embed the picture
in your document.

Add online pictures or clip art to your
file - Office Support

In Chrome, right-click the image, and choose Save -

+=

Figure 16 Word 2016 Help

Smart Lookup
UseSmart Lookupo searchBinga A N2 iat@rietis€aich engine) to provide you with search

results for a word or phrase.

1. Click thdell Mebox.
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Figure 17-Tell M

2. Type aword or phraseyou are looking up information for (S&egure 18)

3. IntheTell Medrop-down, clickSmart Lookup on wordSeeFigure 18)
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Figurel8- Smart Lookup on Word

4. In thelnsightspane, you will receive the following information:
a. Explore- Wiki articles, image search, and related searches from the internetHigeee 19,
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b. Define- A list of definitions (SeEigure 19)
Note: Thelnsightspane uses the Microsoft search engine Bing.$oart Lookupo work you have

to be connected to the internet.

Dotument? - Woed

Figure 19 Insights Pane

The Mini Toolbar

TheMini Toolbars a toolbar that appears when you select text. Miai Toolbarprovides quick acce

to some commonly used formatting tools, such as font, font size, bold, italics, and more.

Calibn (Body) ~ |11 * A }\. \ 4 A‘I-
s

B I UY~-A-~:=

Figure 20 Mini Toolbar

Disable the Mini Toolbar

Click theFiletab.
In the Backstage VieyclickOptions.
In theWord Optionglialog box, clickseneral(SeeFigure 21)

H w0 NP

Under theUser Interface optionsection, click theheckboxfor Show Mini Toolbar on selectig
(SeeFigure ).
5. Click theOKbutton (SeeFigure 21)
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i o® Genersl optinns far working with word

as®

rocting User Interface options
|.') M foaron ~n---(4’
anguage J/ Enzblz Live Preview
v Update document content while dragging

Advanced
ScreenTip style: | Show featurs descriptions in ScreenTips
Customize Ribkon

Diiek Access Totlber Personalize your copy of Microseft Office

ns you want Word to open gy defauln Default Programs..

ord Tsn't the default grogram for viewing and editing docurments

ents and cther uneditabie files in reading view

Figure 21- Turn off the Mini Toolbar

The Status Bar

TheStatus Bais located at the bottom of the Worddo a d gi es ou a at a gla e s apshoiraportant
information regarding your current document (e.g. number of pages, number of words, proofing |frrors,

etc.).

|Pag:'lofl Oowords L[ o3 B Il B - s + 90% |

Figure 22 Status Bar
Customize the Status Bar

1. Rightclick theStatus BaiSeeFigure 23)
2. In the Customize &tus Bardrop-down menu, click aoption to add it (Sed-igure 23)

3. When finished, click anywheirutside the Customize Status Bdrop-down.
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Figure 23 Customize Status Bar

Creating a New Document
The following shows how to createBdank Documenin Word:

1. Click the-iletab.

Document? - Word

Design Leyout Refersnces Mailings Review View  Add-ins Q Tell me whet you want to do...

Randall Dean £, Shore

= . A P Fird ~
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Figure 24 File Tab (Backstage View)

2.
3. ClickBlank Documen{SeeFigure 25)

In the Backstage ViewclickNew (SeeFigure 25)
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Randall Dean
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Suggested searches: Business Personal Industry Print  Design Sets
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3

O

Take a
tour

Blank document Welcome to Word

Account

Options

Figure 25 Blank Document

Setting up Your Document
When you begin creating a new Word document, there are certain aspects of the document tha|

should consider, such as margin settings, fonts and styles, and line spacingg Mese choices

before you begin typing could save you time editing your document later on.
Setting Margins

Page margins, the blank space around the edges of the page, can contribute to the impressiol
document makes, and even how easy it is to réafkew clicks set the margins for a page or an enti

document. The following instructions explain how to change the margin settings:

1. Click theLayouttab (Sed-igure 26)

2. Click theMarginsbutton (See~gure 26)

3. Click one of thepresent margin optiongSeeFigure 26)

Note: Clicking orCustom Marginsat the bottom of theMargin options will open thePage Setup

window and allow you to enter the specific margin values thatwaut.
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Figure 26- Margins
Setting the Default Font

You can change the default font options so your favourite font is always selected in Word. The fo

explains how to change the default font options:

1. Click theHometab (Sed-igure 27)
2. In theFontgroup, click theé=ont Dialog Box LaunchéBeeFigure 27)

H ‘)?o : Document? - Word
File Inset  Design  Layjoul  References  Mailings  Review  View  Add-ins  Q Tell me whet you want to de... Randell Dean 9} Shore
- o _— R Pl P Find ~
P P o BTV o= Sl il R | ; SBRCe
[ caltarfody) <1, ~[falaias = =B N M aeocend| asebeede AaBhCe Astbcct AdB ab
» wac Replace

R f 2L === 1= » T 1 3 . e Title
P:fte o Fisp B T U ~abex X AW, ===z B fiNormal | T No Spac Headingl  Hsading2 itle - _ Select
Chipboard Ix Font pParagraph f Styles % Editing A

Figure 27- Font Dialog Box Launcher

3. In theFontdialog box, you can change tkent, Font style, Size, Font color, ifide styleand
Effects(SeeFigure 28)
4. ClickSet As Defaul{SeeFigure 28)
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Font: Font style: Size:
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Font color: Underline style: Underline color

Automatic B (none) E Automatic

Effects

|| strikethrough I Small caps
[”] Double strikethrough ] Al caps
[ superscript ] Hidden

[ subscript

Set As Default

Preview

+Body

This is the body theme font. The current document theme defines which font will be used.

OK J [ Cancel

Figure 28 Font Dialog Box

5. In the Set as Defaultialog box, make selectionbased on your preference (Seeure 29)

6. Click theOKbutton (SeeFigure 29)

@ This document only?

1 All documents based on the Normal.dotm template?

Figure 29 SetasDefault Dialog Box for Font
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Setting Default Paragraph Alignment

You can change the defaylaragraph alignment options so is always spaced how you want it to 4g
Word. Alignment, indentation, and line spacing are all set from the Paragraph dialog box. The

following explains how to change the default paragraph options:

1. Click theHometab (Sed-igure 30)
2. In theParagraphgroup, click theParagraph Dialog Box Launch@eeFigure 30)

d ('JTo A Document2 - Word &= & o X

Insert Design Layout Reterences Mailings Reviaw View Add-ins Q Tell me what you want to do.. Randall Dean Q, Share
e Cut S - a . = e L Find =
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s Calibii Body) *{11 + A A Aa~ M =i = (5232 2 M | azebeenc] asmbcene AaBbCe Assbcer AdB s
= - L& Replace
Paste - abe | A .. = = = (ft=. 8. 1 Nor " i He 2 .
5 & Forenat Painter B I U-aEXx, X [A-% A ==== = @ Rl Mormal | TNoSpac.. Headingl eading 2 Title N Silect=
Cliphoard % Fant Faragraph Styles % Editing A

Figure 30 Parégraph Dialog Box Launcher

3. In theParagraphdialog box, you can change tidignment, Outlindevel, Indentation,
and SpacingSeeFigure 31)
4. ClickSet As Defaul{SeeFigure 31)

Paragraph

Indents and Spacing \".},e;},}ﬂ“ks j

General \BJ
Alignment: EI_B

Quttinelevel: [BodyTert x| [7] Collapsed by cerautt

Indertation
Left 0 2 Special:
Right 0 3 fnons)

[T Mirrorindents

Spacing
Before: opt M- Line spacing: Al
After: Spt = Multiple [v] [108

|| pon't add space between paragraphs of the same shyle

Preview

Figure 31- Paragraph Dialog Box

5. In theSet As Defaulialog box, make aelectionbased on your preference (SEgure 32)
6. Click theOKbutton (SeeFigure 32)

@ This document only?

Do you want to set the default alignment, indentation, and spacing of the paragraghs for:

) All documents based on the Normal.dotm template?

Figure 32 Set as Default Dialog Box for Paragraph
Pagel5of 105




Adding Styles

TheStyles Galleris a combination of text formatting options which are saved under a single namg.

Using styles can make formatting text faster and easier than applying individual formatting optio
Styles can also help with navigating your document, and marking seétiolader use in a table of

contents.

The choices in th8tyles Gallerincorporate a feature calletive PreviewWhen you hover your mou
over a selection in a Gallery, your document takes on the formatting attributes of that selection i

order to giveyou a preview of how that selection will look when applied to your document.
Add a Style to Your Document

1. Select thaext you wish to add a style to (S&ggure 33)
2. Click theHometab (Sedrigure 33)
3. Click one of thepreset styles(SeeFigure 33)

Note: Only the most recently usestylesn the Styles Gallergre displayed on the ribbon. The
entire Styles Gallergan be displayed by clicking the more button at the right of the displayed

abCe Aszbce A

o Spac.. Headingl  Heading2 tle

)
&
6]
5
1]
|
+
°

Figure 33 Styles
4. The style will be added to your selected text.

Elephants4

The largest-elephants-are-the-African-eleghants. They-grow to be 20 to-25-feet (5 to 7-1/2-meters| long.
Pagelof? 1oFi0?Swords [ 03 ]

111
+

Figure 34 Style Added

Pagel6 of 105

e




Adding Themes
AThemes a set of formatting options that is applied to an entire document. A theme includes a

colors, a set of fonts, and a set of effects. Using themes shortens formatting time and provides 3

unified, professional appearance.

Themes can be accessedrfrdhe Desigrntab. From here you can select a theme from tecument
Formattinggroup, as well as customize the colors, fonts, and effects of a theme. The default the
that is applied to every new document is tld#fice ThemeThe following shows how tqaly a

different theme to a document:

1. Click theDesigntab (Sed-igure 35)

2. Click theThemesbutton (SeeFigure 35)

3. Click theThemeto apply it to your document (Sdegure 35)

Note: Hover the mouse over the selections in fiiegemes Galleryp preview how eaclthemewiill

look when applied to your document.

Document2 - Word

References Mailings Review View Add-ins Q Tellme.. RandallD.. £ Share

f [ - Paragraph Spacing ~ ! A
m l_:] A | 3 PsemeSacng ,
e IOROOR L : | Effects ~

S e SESISEE Colors Fonts Watermark Page Page
...... — iod % . @ Setas Default Color ~ Borders

~ rmatting Page Background A

R R TRy, 0

ol BB

Pagelof3 1025 words ) B R B - i + 90%

Figure 35 Themes
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Editing a Document
Entering Text

Word will automatically wrap text when the cursaraches the right margin. There is no need to pr

the ENTER key unless you want to start a new paragraph or add space between lines of text.

Formatting Text

Character and paragraph formatting commands are found on the Home tab of the Ribbon. To
apply anyof the formatting options, first select the text and then click the button or check box for

the option(s) that you want to apply.
Character Formatting

Character formatting involves changing the font, size, color, and spacing of characters, as well
appling bold, italics, and various other effects. Commonly used commands are foundHarthe
group, under theHometab, while more commands can be found in thent Dialog BaxTheFont

Dialog Boxcan be accessed by clicking fhent Dialog Box Launcher

Dacument? - Word

N st Design  loyout  References  Maliigs  Review  View  Add-ins  Q Tell me what you want to do.. Randall Dean £, Shre
- t e e e L A Find ~
alibri (Bo: G ; =S | e s & ; i
0 Calibri (Bdy) {11 A [ Aa =iz B2 0T aaBbcedd] AsBbCcde AaBbCr AaBbCcl AaBbCD || 88 pephoce
= , 3 33 Repla
Paste o panty B T U Ao A B=== 0= B 5. | TNomal | TNoSpac. Hesdng] Heading? Heading3 = st
Clipboard (A Fone m Paragrapn fu styles i EdIting A

Figure 36- Font Dialog Box Launcher
Paragraph Formatting

Paragraph formatting involves changing the alignment, line spacing, or indentations of paragrag
Commonly used commands are located in Begagraph groupunder theHometab, while more
commanda can be found in thParagraph Dialog BoXheParagraph Dialog Baan be accessed by

clicking theParagraph Dialog Box Launcher

Dacument? - Word

Layout References Mailings Review View Add-ins Q Tell me what you want to do... Randall Dean p+ Shere
-] t i T T —HE R FFnd ~
B EA : S S| e == s PR
M Gl (Body) ~1 ALK A8 =iz [ E2 0T FasBocedd AsBbCcDe AaBbCt AaBbCcl AaBSCeD || g o
7 ( > £ v | JacRepla
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Figure 37- Paragraph Dialog Box Launcher
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Enabling the Ruler

Word has a ruler that fits along the top and left sideyotir document and provides a point of

reference when aligning text and images within your document. The following explains how to €|

the ruler:

1. Click theViewtab (Sed-igure 38)
2. Click thecheckboxnext to Ruler(SeeFigure 38)
3. The ruler will appear along the top and left side of your document Fgae 38)

H ©- i _ Document2 - Word 0

File Home Insert Design ’e it References Mailings Review Add-ins Q Tell me.. Randall Dean ,Q,, Share
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Views Show Zoom Window Macros A
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Figure 38 Ruler
Setting Tab Stops

Tab stops provide a position for placing and aligning text on your document, and are most easil

from the Ruler (SeEnabling the Ruler)he following explains how to insert a tab stop:

1. Click within the paragraph or text thgbu want to insert youtab stop

2. Position your mouse pointer over tHeulerat the location you want to add thb stop

3. Leftclick themouse button Atab stopwill be placed on the ruler.

H -0 q 2 Document2 - Word
File Home Insert Design Layout References Mailings i Add-ins Q Tell me... Randall Dean ,0+ Share
[' .I E | i v B -1 [ | i y Si | ==
ﬂ L;L [=] outline Ruler Q l 3 [E] One Page = : | ‘: (19 View Side by Side £ E
= % = Draft Gridlines D [§E Multiple Pages 1 ) i o 5
Read  Print Web Zoom 100% New Arrange Split Switch Macros
Mode Layout Layout Navigation Pane ‘B Page Width Window  All Windows ~ 2
Views Show Zoom Window Macros A
4. g S e 6 - 7 *

L b s i e o Fue 4)e enh 25inh i

h’he largest elephants are the African elephants. They grow to be 20 to 25 feet (6 to 7 1/2 meters) long,
11 feet (3 1/2 meters) tall, and weigh up to 13,200 pounds, which is close to 6 1/2 tons (6,000 kilograms

Figure 39 Tab Stop
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Adding a Leader to Tab Stops

After adding @ab stop(SeeSetting Tab Stopsy, leader can be added to make text easier to read.

example, on a menu the leaders make it easier to read the food and the corresponding price. Tk

following explains how to adgadersto yourtab stops

1. Doubleclick on thetab stopin yourRuler

H % = Document? - Ward
ile Home nsert ign yout Heterences alings eview View idd-ins cllme.
F . In Des Rt Mail R \ Ad Q Tel
=] Outline | || Ruler % One Page View Side by Side 1
BNl = =l e [ (k&1 E'E ==
l s C ==L
ol = (=] Droft Gridlines [ Multiple Pages I — wch roltin -
Rea it Weh Zoom 100% =7 Itange it ueitch lactos
Read P Vet Z 100% N A ge  Spli S b M
TAode Layout Layout MNavigation Pane ‘EF Page Width Window Al Reses Win o= Windows - -
views Show Zoom Wingows Macros | A
§ |Table of Contents
‘Eephants 2
L General 2
3 What do they cat? 3

Figure 40 Tab Stop

2. In theTabsdialog box, click on one of tHeeaderoptions (Sed-igure 41)
3. Click theOKbutton (SeeFgure 41)

Tabs i M

Tab stop position: Default tab stops:
6.49° 0.5”
6.49°

Tab stops to be deared:

1' Alignment
Left @ Right
Decimal

Clgar h‘ ‘ Clear All 7

Cancel

Figure 41- Tabs Dialog Box

4. Thdeaderwill appear when you tab to thiab stop

H %0 : Document? - Word = - O X
File Home Insert Design Layout References Mailings Review View Add-ins Q Tellme. Randall Dean P, Share
[ =l f=] E‘L =] Qutline | [v] Ruler q 3 =] One Page ’—’: E 1 [ View Side by Side ;‘E :—{
T = [=] Draft Gridlines I [ Multiple Pages Synch ing
Read | Print  Web Zoom 100% New Anange Split Switch Macros
Mode Layout Layout Navigation Pane ‘E» Page Width Window  All et Wind stien  Windows ~
Views Show Zoom window Macros -~
(IR R v aq e 50 4 ERERCRORrY, 7 -

L

Table of Contents

2
z General 2
5 What do they cat? S|

Figure 42- Tab Stop Leader
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Selecting Different Tab Stops

At the far left of the horizontal ruler is the tab selector that lets you choose from different types @
tab stops. The most commonly used tab stop is a Left Tab and more can be selected by clicking

tab selector.

i s Docurment? - Word = T = x
Home Bt iDomn laout Refeiences: Mafings Review. I { Rondall Dean 9, Share

=) [ =77) & outline | /] Ruter Q [ 5 Elonerage = ; () View Side by Side =

e U - (m™ :

- =l Draft Gridlines —50 [ Multiple Pages L I = ’
Read Print Web o Zoom 100% % New  Amange Split Switch Macros
Mode Layout Layout Navigation Panc < Page Width Window  All : Windows ~
Views Show Zoom Window Macros A

Lo . . T SRR BRI 30 R S B R 4. 00 5. . TRy,

Figure 43 Tab Selector
The following is an explanation of the tab stops available:
] Left Tab - Left aligns text to the left of the tab stop.
Center Tab - Centers the text on the tab stop.
Right Tab - Right aligns the text to the right of the tab stop.

Decimal Tab - Aligns decimal numbers by their decimal point.

Bar Tab - Draws a vertical line on the document.

First Line Indent -

Inserts the indent marker on the ruler and indents the first line of text in a paragraph.
Hanging Indent -

Inserts the hanging indent marker and indents all lines other than the first line.

L ]
HpEiSEEAE

Headersand Footers
Headers and footers are areas containing text that will be displayed on every page. The header

located along the top of every page, while the footer is located at the bottom of every page. Thg
following explains how to add a header to a dowent:

1. Click thelnserttab (Sedrigure 44)

2. ClickHeader(SeeFigure 44)

3. IntheHeader Gallergrop-down menu, click on beader desigrn(SeeFigure 44)

Redcw View Add-is

L | I ai & St
- Chaty Sereanishiat:], gy My Add iz« Yilpecky' £ Qaline -
2 Video  AICrosrdennce

Tabiv i tretine Adhi-1r

ik (Tled: Colusnn

vl e o bnd

T | WoOe - 1

Figure 44 Header
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4. To edit the headertype the text that you want to appear in the indicated areas (S&gire 45)
5. When you are finished, clicklose Header and Footan the Header & Footer Design Toels

Designtab (Sedrigure 45)

Document2 - Word

References Mailings

Header

Figure 45 Close Header and Footer
Editing Headers & Footers

1. Click thelnserttab (Sedrigure 46)

2. ClickHeader(SeeFigure 46)

3. IntheHeader Gallergrop-down nmenu, clickEdit HeadeSeeFigure 46)

4. TheHeader & Footer TootdDesigntab will open. You will be able to make your edits to

the headerand/or footer.

Figure 46 Edit Header

Removing Headers & Footers

1. Click thelnserttab (Sedrigure 47)
2. ClickHeader(SeeFigure 47)

3. IntheHeader Gallergrop-down menu, clicRemove HeadefSeeFigure 47)
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(

Figure 47- Remove Header
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Adding Page Numbergo Your Document
1. Click thelnserttab (Seerigure 48)

2. ClickPage Numbe(SeeFigure 48)
3. InthePage Numbedrop-down menu, clicBBottom of PaggSeeFigure 48)
4. In theBottom d Pagedrop-down menu, click on page number desigiSeeFigure 48)

Pogeiofd 1025words [F 23 B B - 1

Figure 48 Adding Page Numbers to Your Document

Cut, Copy, and Paste Text

To remove text from one place in the document and put it in anothergrdiandpastethe text. You can

alsocopy and pastéext if you want to add copies of your selection elsewhere in your document.

The Cut, Copy, and Paste commands, along with the Format Painter, are locate€lipbimardyroup

on theHometab.
Cutting and Pashg Text

1. Selectthe text to be cut.
2. Click theHometab (Sedrigure 49)
3. Click theCutbutton (SeeFigure 49)

= *):0% S Dacument? - Word

File Insedt  Design  layout  References  Mailings  Review  View  Add-ins @ Tell mc what you want te do.. Randall Dean &, Shere

A knd v

s ibri Light (F - 16 A A Aa =it E= 0T asBboede AaBbCeDe | AaBDCY| AaBbCcl AaBbCcD it
Pt B4 Copy , ) ~ | | Yac Replace
aste 2 X AW A E=E== 02 S, TN 1 No Spac. adi 2 sding3 =
S ot | BE Uik x7 LA A = ky b BoRE Normal TNaSpac.. | Heading1 | Heading2 Heading3 |=| | | e
Clipboard la Font 71 Paragraph . Styles ) Editing A

Figure 49 Cut Tool

4. Click within the document where you want to paste the text.
5. Click thePastebutton.
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Design Layout References Mailings Review View

s | X Cot > = . v [ e e = A Fnd ~
= L hetb={16 + =7 Y | e | i Y A g
) Calibri Light (- 16 -/ A" A" Aa == % E2E21200 T | asBbcede AaBbcde | AaBhC| AaBoCcl AaBbCcD £
i Copy - * 35 Replace
aste | - X0 A, EE=E= =, &L, 7 1 adi 2 ing3 |=
o Focmit Paintar B F U -vapcx: x* [ & A E 3 A v T Normal No Spa Heading1 | Heading Heading3 |= N select~
styles i Editing A

Paragraph f

Figure 50 Paste Tool

Clipboard Ia Font

6. Your text will be reinserted into the location you specified within your document.

Note: You can move text from one place to another by selecting the text and then clicking ar{§l

dragging the text tahe new location.
Copying and Pasting Text

1. Selectthe text to be copied.
2. Click theHometab (Sedrigure 51)
3. Click theCopybutton (Seegrigure 51)

H® 79 9 s Dacument? - Word
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Figure 51- Copy Tool

4. Click within the documenivhere you want to paste the text.

Click thePastebutton.

Dacument? - Word
Randall Dean £ Shere

Mailings  Review  View  Add-ins  Q Tell me what you want to do..

File Home [nsert Design Layout References

= X Cut il & P P Find ~
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Figure 52 Paste Tool

Clipboard 1 Font

6. Your text will be reinserted into the location you specified within your document.

Navigating the Document
By using thé-indand Go Tdeatures, you can search for key words in your document, or move to

specific page, section, comment, etc. If the heading styles have been added to your document,

can also use thdlavigation Pan¢o move to sections of your document.
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Using Find

TheFRndfeature is useful for finding one or all instances of a specific word, as well as replacing

the word with another.

1. Click theHometab (Sedrigure 53)

2. Click theFindtool (SeeFigure 53)

3. TheNavigation Panevill open to the left of the document. In theearch documeriield, type
the word you wish to search for (SEegure 53)

4. As you type your word in the search bar, your results will auto populate below. Clicleasf g

the search resultgo jump to that word in your document (Séggure 53)
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The largest elephants are the African The largest elephants are the African elephants. They grow to be 20to 25 feet (6 to 7 1/2 meters) long,
elephants. They grow to be 20 to 25 - 11 faet (3 1/2 meters) tall, and weigh up to 12,200 pounds, which is close to 6 1/2 tons (6,000 kilograms
v % :
feet(6t0 7 1/2 meters) or six metric tons). Female African elephants are usually two feet {1/2 metar) shorter than males and
s weigh about half as much as male elephants. They weigh 6,500 pounds, oraround 3 1/2 tons 3,000
The largest elepharts are the Afiican Kilograms or three metric tons).
elephants. Trey grow to be 20 10 25 ) R DL R eI s
fest (6 to 7 1/2 meters) The Asian elephants are smaller than the African They grow to be batween 18and 21 faet (S1/2 to 6
% s i e Afics 1/2meters) iongand 8 to 10 feet (2 12 to 3 metars) tall. They weigh about 11,000 pounds which is 5
i’;’;‘;“*“s"‘ Scish Sl = 1/2 tons (5,000 kilograms or five metric tons). Elephants' skin iz gray black when they are young, but it
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o skin is very sansitive. They need to take very good care of thewr skin so that they do not get diseases or
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Figure 53 Find Tool

Using Go To

TheGo Tdeature is helpful for moving to a specific page, section, comment, etc. within your
document.

1. Click theHometab (Seedrigure 54)
2. Click thedrop-down arrow next to theFindtool (SeeFigure 54)

3. In the dropdown menu, click th&o Tatool (SeeFigure 54)
H ‘Dyo‘ﬁ s Document? - Word
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Figure 54 Go To Tool
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4. IntheFind and Repladdialog boxmake aselectionunderGo to what(SeeFigure 55)
5. Type yoursearch parametersn the search fieldSeeFigure 55)
6. Click theGo Tobutton (SeeFigure 55)

e R

| Find | Replace | GoTo |
Go to what:. lgntu page number: @

Page 3

Section .
Enter + and - to move relative to the current location. Example: 4

Line
Bookmark will move forward four items.

Comment
Footnote

Figure 55 Go To Search

Navigation Pane

TheNavigation Pan@rovides an easy way to move throughout your document, without having to
scroll. You can navigate quickly to areas of your document that have headings, or move to othe|
pages. You can also use tResultdab to find text within your document. The follomg explains how

to enable theNavigation Pane

1. Click theViewtab (Sed-igure 56)
2. Click thecheckboxnext to Navigation Pan¢SeeFigure 56)
3. TheNavigation Panevill display to the left of your document (SE&@ure 56)
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Figure 56- Navigation Pane
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Proofing and AutoCorrect Options
Word is configured to check your spelling and grammar as you type. As a result, you may notice

certain markings appear on the page as you type. These markings indicate possible mistakes th

Word has identified in your document.

A jagged red line underneath a word indicates a spelling error (or an unrecognized word), while

jagged blue line indicatea grammatical error.

Document2 - Word

References Mailings Review View Add-ins Q Tell me what you went to do... Randall Dean  §3. Share
- Calibri(Body) -|11 ~ A A Aa- A = -iZ-%-- €=3= 4| q , § _ P Find ~
K SERviCoowk |3 A =Rt g el AaBbCcDe| AaBbCcDc AaBb(t AaBbCcl AaBbCcD L
R v | 23c Replace
,,:,tc e | BT U kx| B pA-B===|]=- Pa v B . TNormal | TNoSpac.. Headingl Heading? Heading3 |+ N Select -
Clipboard rx Fortt [ Paragrept r. Styles i Editing ~
2 Ty, 00

L

The trunks of elephants are amazingl They are very strong and can lift tre= trunks. For ma
people have trained elephants to lift and carry things. Elephents use their trunks to pick fod@ rer
ground and from treas and place it in thair mouths. The ends of their trunks have twé nr
trunks also have flexible finger-like lips at the end for touching and grasping cbjects.

Pagelof2 1025words [ 23

Figure 57- Proofing Results

AutoCorrect Options

Word will automatically correct misspelled words that are contained in the AutoCorrect list (e.g.
typing"the" will automatically be changed to "the"The following explains how customize the

AutoCorrect options:
1. Click theFiletab.

2. In the Backstage View,lck Options
3. IntheWord Optionglialog box, cliclProofing(SeeFigure 58)
4

In the AutoCorrect optionsection, click théutoCorrect Optionsutton (Seerigure 58)
d . e S

Figure 58 AutoCorrect Options
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5. From theAutoCorrect Optiondialog box you can change the following actions:
a. To disable any of the default options, click ttteeck boxnext to the option (Se&igure 59)
b. To add your owrReplace text as you tymatry (Seerigure 59):
I. Type theword that you want to correct in th&eplacéox (Sed-igure 59)
ii. Type theword with which youwish to replace it in th&Vith box (Sed-igure 59)
iii. Click theAdd button (Sedrigure 59)
c. Click theOKbutton (SeeFigure 59)
6. In theWord Optiondialog box, click th©Kbutton.

AutoCorrect: English (United States) |
AutoF, l Actions
AutoCorrect a ath AutoCorrect [ AutoFormat As You Type

N
V| Show AutoCorrect Options buttons

V| Correct TWo INitial CApitals 1 Exceptions...
¥ J

V| Capitalize first letter of sentences
V| Capitalize first letter of table cells
V| Capitalize names of days

V| Correct accidental usage of cAPS LOCK key m

|¥| Replace text as you type

Replace: With: Plain text matted text

Lot Fugh out loud o~ !
@)

loev love

lonly lonely

lookign looking

maintenence maintenance

makeing making

managment management v

V| Automatically use suggestions from the spelling checker

Figure 59 AutoCorrect Dialog Box

Spelling & Grammar Check

22NR | dzi2YFGAOFIffe OKSOla FT2NJ aLlsStftAy3a | yR
run the Spelling & Grammeabool as the final step when finishing your document. When run, the
Spelling & Grammawool will check your entire document for spelling & grammar errors, and allow

to insert the corrections. The following explains how to run 8peelling & Grammeatool:

1. Click theReviewtab (Sed~igure 60)
2. ClickSpelling & Gramma(SeeFigure 60)
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Figure 60 Spelling & Grammar Tool

3. TheSpelling & Grammarhecker will open to the right side of the document.
4. Fromthe Spelling & Grammaool you can choose the following options:
a. Ignore- Ignore the currently selected misspelled word ($égure 61)
b. Ignore All- Ignore the currently selected misspelled word and all instances of
the misspelled word in the document (SEegure 61)
c. Add- Add the selected misspelled word to the dictionary so it will not be identified as :
mistake (Se&igure 61)
d. Suggested Word ListA list of suggested words for the misspelled word (Sigeire 61)
e. Change Apply the currently selected suggestion to the misspelled word Fgpee 61)
f. Change Alt Apply the currently selected sugstion to all instances of the misspelled wo
in the document (SeEigure 61)
Note: TheSpelling & Grammawool will continue to check your document for any misspelled
words, or grammar errors. THgpelling and Grammaheck wil notify you when it has completeg

checking your document.

Layout  Refererces  Malings eview  REH v QT " o do Rancdall Dean 2 Share
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e their tusks {or digging roots from the ground
em 10 fight other znimal. Male elzphants

wsvally several feet (2 couple meters) long. Elephant
to eat and for peeling bark from trees to eat. They

quirting water over their bodies heips keep elephants cool in the hot sun:

Elephants like to cocl off and take paths. Sometimas when they are swimming they will zo under water
cugh the s, just like people do 5. Trunks are also useful for dust baths

Figure 61- Spelling Results
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Thesaurus

TheThesaurugool can help you find synonyms for words, and insert the new word into your

document.

1. Select avord in your document that you wish to find a synonym for.
2. Click theReviewtab (SedFigure 62)
3. ClickThesaurugSeeFigure 62)
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Figure 62 Thesaurus Tool

4. TheThesaurusool will open to the right side of the document, with a list of synonyms for
your selected word (Seeigure 63)
5. Hover over the word you wish to insert, and click thhrep-down arrow (Sed-igure 63)

6. Inthe drop-downmenu, clicdnsert(SeeFigure 63)
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usually several feet ugle meters) long. Elephants use thelir tusks for digging roots from the ground

to eat and 7k from trees to eat. They also use them to fight other animals. Malz elephants

may use th

and breathe through their trunks, just like people do with snorkels. Trunks are also useful for dust baths.
Elaphants spray dust over their hadies to get nd of bugs and parasitas

English (United States)

Pagelof2 1orlo2swords [B 29 2B B - 1 + 0%

Figure 63 Thesaurus Results

7. The chosen word from thEhesaurusvill replace the selected word in your document.

Saving a Document
Saving your document will createfie that will allow you to access the document at a later time fg
editing. You can also save your work to share the file with others. The following explains how tg

your document in the Word format to your Desktop:
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1. Click the-iletab.

Dacument? - Word

AN st Design  Leyout  References  Mailings  Review  View  Addwins @ Tell me whet you wantto do..
gL, & CelibiBody) |11 -/ A A7 Ma- A IZ-EELN. EE 4N AABh( ; S
0 allbody) ATA Rl = ihell= ==y AaBbCeDe| AaBbCcDe AABDC( AaBCl AsBBCCD | gy o
Cop wic 2
Paste # Formmat Painter BT U-vaex, ¥ AW, A B=== EE' ”v v iy fiNormal | TNoSpac.. Headingl Heading2 Heading3 |= [B et
Clioboarg [ Font 0 Paragraph s Styles 1 Editing A
Figure64 - File Tab (Backstage View)
2. In the Backstage ViewclickSave A¢SeeFigure 65)
ClickThis PGSeeFigure 65)
4. ClickDesktop(SeeFigure 65)
Document2 - Word ? m] X
Randall Dean
Save As
Today
o (O
Yesterday
Word - Accessibility
SharePaint Desktop ~ Word - Accessibility
O, Week
T NS I Last Wee
Forms
Desktop = Mail marge and creating form...
Add a Place
My Documents
Browse

Account

Options

Figure 65 Backstage/iew

5. In theSave Aslialog box, type &ile namefor your document (SeEigure 66)

Note: Make sureSave as typsWord Document (*.docx)rhis will save the document as a Word
2016 document.
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6. Click thesavebutton (SeeFigure 66)

Ji| e » Computer » Windows (C) » Users » rdean2l » Deskiop

Organize New folder

ehassman
Ay juser
Public
8. rdeen2l
.andreid
_oracle_jre_usags
schypn
. Adobe Flash Buljz
Adobe Flash Bui
4 Contacts
{® Crestive Cloud F
i Desktop
4 Downloads

i &

File name: IFiesear(h Pzper

Save astype: | Word Document (*.docx)

Authors: Randall Dean Tags: Add atag

Save Thumbnail

“ HideFolders

Figure 66 Save As Dialog Box
Compatibility Mode

When opening a document created in a previous version of Word, Word 2016 will begin operat
Compatibility ModeAt the top of the window, the word&Compatibility Modelwill be displayed next

to the name of the document.

Compatibility Modemeans that some of the newer features of Word 2016 will not be available to
because the document was created with an earlier version of Word. If you savechendnt as a
Word 2016 document, you will extompatibility Modeand all of the new features will be available

you. The following explains how to save a document so that you ca@exipatibility Mode

1. Click the-iletab.

Document2.doc [Compatibility Mode] - Ward | - oo 9
Insert Design Layout References Mailings Review View Add-ins Q Telt me what youwant 10 do.. Randall Dean Q Share
Y LN
. " ORI T s an. By T i . == b R find
B Calbrilight ~f1b [ aTENS =R (S22 08 W aasboen pasbeedx (AaBUCK| AsBOCE AaBBCE o
%2 Replace
Pasty . ”. iil= == %= | A it 8o T No Spac j2ading 1 T & ; e
R [ S R y. A W=== =2 loimal  TNoSpac.. | Headingl | Heading? Hesding3 = b g
Clipsoard g ont 0 'argraph G tyles G Ediong A

Figure 67- File Tab(Backstage View)

2. In the Backstage Viewclickinfo (SeeFigure 68)
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3. ClickConvert(SeeFigure 68)

Racvsll Dean

Sroperties -

sl Documernt
ypas of changes people can make Commerts

Related Dates

Lest WadFiec

Inspect Document
St publihing this D, B awain Uik i) Lok Frivte

Related People

Autros

Randall Dean

type 34
Lok Wil Ry
Randall Dean
Manage Decument
Check i, ched unssuee Related Docunents

8 Open Fie Locatior

Show N Progestes

Figure 68 Convert

4. In theconfirm your conversiodialog box, click th©Kbutton.

@ = = —;
Your document will be upgraded to the newest file format,

White you Il get Lo yse all the news features in Word this may (ause minor layout changes, It you prefer not to upgrade, press cancel, |

Converting allows you to use all the new features of Word and reduces the sze of your file, This documant will be replaced by the
|| converted version.

[7] Do notask me again about converting documents

Tell Me More.., Cancel
& )

Figure 69 Confirm YourConversion

5. The document will be converted to a Word 2016 document. [C@mpatibility Mode]abel will

be removed from the document's title.

Printing a Document
If your computer is connected to a printer, you will be able to pymir document to share a

hard copy with others.

1. Click the-iletab.

Dacument? - Ward

Leyout  References  Muilings  Review Vi Add-ins
, al > VR [ i oS S =<=18 T » Find
P : A V) et e B — 5 — I I LA SRz
Celibri (Body) - |11 A A M EE = == AaBbCcDc| AaBbCcDe AaHD(C( AaBbCcl AaBbCcl ab
Pi vac Replace
st o B .F v X, | R Y-A-B=== 5 18-F- 1Normal | TNoSpac.. Heading]l Heading? Heading3 h
¥ Format Painter u 5 A s = d P i "9 = W Select~
Clipboare > Font Paragraph Styles ' Edmng ~

Figure 70 File Tab (Backstage View)

2. Inthe Backstage ViewclickPrint (SeeFigure 71)
3. FromPrintyou can choose the following options:

a. Copies Set the number of copies you want to print (S&agure 71)
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b. Printer- Select a printer (Sefeigure 71)
Note: Your list of available printers will be determined by the printers you have installg
on your computer.

c. Settings- Configure how and what you want to print (Ségure 71)

4. Click thePrint button (SeeFigure 71)

Document. 2.docx - Woed ? (=} X
m Randall Desn
h
Prirt

Printer

J-Print-8W

[
s

Pfinter Properties

Settings ©
= Print All Pages 3

=

The whale thing

‘7 Pristt One Sided
Only prinit o bne side of 1

R o

f

i
‘ J Portrait (inentabon

| lisifig

412 let3® 55%: = ——+ + &

Figure 71- Print
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Learning Objectives

After completing the instructions in this booklet, you will be able to:
1 Create styles and use them to format documéant.
1 Create and modifyables.
1 Insert section breaks in@ocument.
1

Format the documentext ascolumns.

Using Styles
A Style is a predefined combination of font style, color, and size that you can use to
format the text in your document. Using styles can help you create documents that
have a more professional, and consistent, appearanceeXiyles (like the buiin
heading styles) can be used to easily navigate your document, or insert a table of
contents.
You can use the styles available in Word, modify them, or create your own style
and save it to use every time you need it.
Applying aStyle

1. Select thetext that you want toformat.

2. Click theHometab (Sed-igurel).

3. IntheHometab, scroll through the styles with thgp and down arrowgSeeFigurel).

4

. Click the desiredtyleto apply (Seé-igurel).

Document! - Word

Design Leyout Referances Mailings Review View  Add-ins Q Tell mewhet you war’

g : : a ¥ V[ i e e’ L Fird ~
B ) - - - | | =5 e s e 18 . .
1 Calivti(Body) - 1= {iRvgi{ha SoiE- T EE 40 M0 faasbeede] asBbeeoe AaBhCc Assbcer A Bl e
il ‘ e =
Paste | = 2| A\, Ay, 2|l === [&: 5 N T NeSh o ing 2 e -
: ¥ Format Painter BT U-~vaex, ¥ A% A e } v nit Normal NoSpac.. Headingl Heading Tith =1 N select~
Clipkoard Ix Font s Paragraph Styles Iy Editing A

Figure 1- Styles on Ribbon

Note: You can also access your styles fromNtiei Toolbar After selecting your text, th®lini
Toolbarwill appear. Click th&tylesbutton on the right.

Calibri (Body) - (11 - A" o7 | As-

B I u -a_t? - ﬁ - EE - ;: - S‘t:,-'l":f

5—

Elephants1]

Figure 2- Styles on Mini Toolbar
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Modifying a Style Using the Ribbon

An easy way to modify your styles is to apply any formatting changes to your selected text, then

apply the change to a preset style. The following explains how to modify a style using the ribbor

1. Select thetext that you want toformat.

2. Format the selected text with the new attributes that you want (e.g. Bold,
10pt, Times New Roman font, and Retlering).

3. Click theHometab (Sed-igure3).

4. On theHometab, rightclick the style you wish to modify (SeEigure3).

5. In the dropdown menu, clickdpdate (Style to modify) to Match Selection
(SeeFigurel).

6. Your style will be updated to match yoselection.

H 3 Dacument! - Wo 5

Haome Des ayo es g R Add 4 Dea 2, sha

== % Cut
1g
Paste 2

¥ Forma Painter

A Find ~

Calibii Body) /11 -| A A  Aa- A T -3 -
35 Replace

anda
2L 1 aaBocend| asbeanc Aapmeg 2aghcct AQB .
B I Ll ratex x| - A~ BH=== 15. & - T Normal § T No Soac.,  Heal Heading 2 Title

| Update Normalto Match Selection |

Clipboard & Font {F Paragraph & % Editing ~
¢ £ Modify..,
= Y

=1 % sefect ~

Select Alk (No Data)

Renzme.

Add Gallery to Qui

Figure3 - Update Style to Match Selection

Modifying a Style Using the Styles Dialog Box

1. Click theHometab (Sedrigured).
2. On theHometab, rightclick thestyle you wish to modify (SeEigured).

3. Inthe drop-down menu, cliciModify (SeeFigure4).

H 9 7 Dacument! - Word
File Inset  Design  lajout  References  Mailings  Review  View  Add-ins 1euu.< whatyou want to do... Randsll Dean £, Share
== X Cut - v By = 1= _i— z=3= A L Find ~
Og Calibii @ody) -1 -| A A Aa- | & = -iZ -5 (S22 4 M Masgocend] asbcae AaBbCe Asghcer AAB L
LR Copy ~ v Sac Replace
Paste G paite BT Moraex % [A-¥ A BE====- 8- % | INormal J1NoSosc. Heag Headina?  Ttle = | (o
. B Updste Normf 3 Jrch selectien e
Clipboard [ Font [ Paragraph & 5 Editing ~
RS 1 \ 2 | 3 | 3 L " |
€l (

Figure 4 Modify Style
4. In theModify Styledialog box, select theew attributesthat you want to
apply to the style (Sekigureb).
5. For further options, click thBormatbutton (Seerigure5).
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6. Click theOKbutton (SeeFigureb).

EEE )

Properties

Name: ‘_Normal

Style type: Paragraph

Style based om: (no style)

Style for following paragraph: | T Normalh B
Formatting \4.’

CalibriBody) [w|/11[v] B I U || automatic [+]

If
]

= = = [
= — — ¥

€= 3=

Il Ho

S

¥+
7

Elephants

Font: (Default} =Body (Calibri), Left
Line spacing: Multiple 1.08 li, Space
After: 8 pt, Widow/Qrphan control, Style: Show in the Styles gallery

[¥] Add to the Styles gallery

@ Only in this document (7) New documents based on this template

Format ~ 5 6 OK Cancel

Figure 5 Modify Style Dialog Box

Creating Your Own Custom Style

In addition tomodifying existing styles, you can also create your own custom styles. The

following explains how to create a custom style:

1. Select theext that you want to format as a nestyle.

2. Format the selected text with the new attributes that you want (e.g. Bold,
10pt, Times New Roman font, and Retlering).

3. Click theHometab (Sedrigure6).

4. IntheHometab, click theStyle dropdown arrow (Sedrigureb).
Z] me% :

s’ Design’ Layout

Randall Dean £ Share

i (Body) - - A A o 57 S = e s B : £ Fird ~
D g CelibiBody) -|11_-| A" " [Aa- [ R = - 5= -5 | =32l M | aasben] AsBbeeoe AaBbCc Aagbcel Ad o 2
i =[5 Copy ‘= aty 'r - N vac Replace
aste v S AR === 1=y 3~ - N T P = n e N
BE e rmstpainter | B T Miaex o | A A + » - Jormal | T NoSpac.. Headingl Heading2 Titl Risaets
Clipboarg I Font Paragraph s Styles Editing A

Figure 6- Style Dropdown
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5. In the Styledrop-down menu, cliciCreate aStyle

AaBbCcDe AaBbceDe AaBbC( Aasbce AQB
TMermal || TMe Spac.. Headingl Heading 2 Title

AaBbCcl AgBbCcDdi AaBbCcDt AcBbCcD: AaBbCcDe
Subtitle  Subtle Em... Emphasis  Intense E.. Strong

AaBbCcDt AoBbCcDt AABBCCDC AfBBCCDC AaBbCclu
Quote Intenze (... Subtle Ref... IntenseR.. Book Title

AaBbCcDe
T List Para...

Idit Create a Style I

f¢ Clear Formatting

4, Apply Styles...

—

Figure 7- Create a Style

6. IntheCreate New Style from Formattidgalog box, type &lamefor your style (See
Figures).
7. Click theOKbutton (SeeFigureS).

-
Create New Style from Formatti

Name:
My new style

Paragraph style preview:

1. My new style

Figure 8 Create New Style from Formatting Dialog Box

8. Your new style can be selected from within thg/leson the Hometab.

Dacument! - Ward

e Design  Lsyout  Refewnces  Malings: Revisa  Yiew: Addéins Q-Tell mewhatyiuiwantto dou. RandallDean £, Shore
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= gy € datheta g - < hp | = B == |8 ; A AARK(r
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aste =\ e B - S R e e y newst..| 1 al T 13 i ading? |-
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Clipboarg I Font 0 paragraph styles i Editing A

Figure 9- My New Style
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Tables
Tables are useful for presenting text information and numerical data in a neat and orderly
fashian. A Table consists of rows and columns that intersect to form boxes called cells,
which you can then fill with text, numbers, or graphics. You can also format your table

for added effect (e.g. make the lines within the table visible or invisible).

Creatirg a Table Using the Table Menu

1. Click thelnserttab (SedrigurelQ).
2. Click theTableicon (Sed-igurel0).

3. Inthelnsert Tablalrop-down menu, move your mouse pointer over thexes

until you have the number of rows and columns that you want in the table

(SeeFigurel).

H %06
tove Rl Dsan  Lvow  Reunce  Maings  Revew  Vien  Adiig

Figure 10 Table Icon

4. ThelLive Previevieature will show what the table will look like in your document. Cli

to confirm your table.

Document? - Woed

§ Stors

Figure 13- Click to Confirm Your Table

5. Your table will be placed within yodocument.
Note: This method will only allow you to create a table up to 10x8 in size. To create a
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table with more rows and columns, seeeating alable Using the Insert Table Command

Creating a Table Using the Insert Table Command

If you need to create a table that contains more than 10 columns and/or 8 rows, then
you can use thénsert Tablecommand to designate how many columns and rows to
enter into your table. The following instructions explain how to create a table using the

Insert Table Command:

1. Click thelnserttab (Sedrigurel?).
2. Click theTableicon (Sed-igurel?).

3. Inthelnsert Tablarop-down, clickinsert Table(SeeFigurel?2).

Figure 12 Insert Table
4. Inthelnsert Tablalialog box, enter thé&lumber of columns and

rows for the table (Sedigurel3).
5. Click theOKbutton (SeeFigureld).

(Insert Table e Mq
Table size
Number of columns: 12 =
Number of rows: 10 =
AutoFit behavior
@) Fixed column width: Auto

(71 AutoFit to contents

(7) AutoFit to window

| Remember dimensions for new tables

Cancel

Figure 13 Insert Table Dialog Box
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Creating a Table Using the Drawing Tools

L¥ @2dz gl yd Y2NB O2yiNRf 20SNJ KS akKl LIS
draw your own table. The following explains how to create a table usingrdnging

tools.
1. Click thelnserttab (Sedrigureld).

2. Click theTableicon (Sed-igureld).

3. Inthelnsert Tablalrop-down menu, clicloraw Table(SeeFigureld).

m = u %

Document] - Word
RandalDean & Share

Figure 14 Draw Table

4. The mouse pointer will change to a pencil icon. Click and drapeheil to

draw the outer border of the table.

Figure 15 Drawing a Table

5. Click and drag thpencilto draw lines within the border to creatzlls.

Figure 16 Drawing Table Lines

6. Press theSkey to return to the regular mougeointer.
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Accessing th@able Tools

Tables have their own set of editing tools accessible by a context sensitive tab on the
Ribbon To access this tab, click a table in your document and #ide Toolsab will
appear in theRibbon From these tabs, you can modify tbesignor the Layoutof your

tables.

Dotuinent? - Woed

T Design Lot References  Malings  Beview  View  Addins | Desgn  Layot | @ Tellmewhatyou wentto dou

'S & 1 W N 1 =]
o leg 1 Bl g @ w s & [¢ 1 1 = 1o [ElE 4
Pictures Online Shapes Smatdt Chart Screznshor aml Add-ins + Wikipedia - Online  Hyperiink Boolomark Comment  Header Footer  Page Tt Quick WardArt
tchures ¢ Yideo Ieference * = Number~ Box~ Parts~ L)
Pages a0le: Hstretions Avdang Medis Linky Lomments Header & 3

Figure 17- Table Tools

Splitting Cells

1. Click in thecell(s)that you want tosplit.
2. Click theLayouttab for Table Tool§$SeeFigurel8).
3. IntheTable Tools Layouttab, clickSplit Cell{SeeFigurel8).

Document! - Word . Table Id

Home Inset  Design  Layout  References  Maifings A -ins

BlEE AR
H =l
> Db Colimns o) o o r‘.:fm “E:I_X $

Cell Size & Klignment

Figure 18 Split Cells

4. In the Split Cellslialog box, enter the timber of rows and column@to
which you want to split the cells (Segurel9).
ClickOKbutton (SeeFigurel9).

s
Split Cells

.
Number of columns: |2

Number of rows; 1

]
<y 4l i
Bl | |8

Merge cells before split

Figure 19 Split Cells Dialog Box

Merging Cells

1. Select thecellsthat you want tomerge.
2. Click theLayouttab for Table ToolgSeeFigure 20).
3. IntheTable Tools Layouttab, clickMerge Cell{SeeFigure20).
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Figure 20 Merge Cells

Inserting Rows and Columns
The following sectioexplains how to insert additional rows and columns into a table.

Using Insert Controls to quickly add Rows and Columns

Thelnsert Controlgllow you to quickly add rows and columns to your table using a
mouse. Thensert Controlsvill appear right outsidgour table when you move your
cursor above or the left of two existing columns or rows. The following explains how to
use thelnsert Control$o add a row to your table:

1. Hover your cursor just to the left of two existing rows (Segure2l).

2. Thelnsert Controbption will appear. Click thmsert Controlto add a row (See

Figure 2). Note: For inserting columns usitigsert Controlshover just above two

4

(7 H | | |II
el | | J
Wy u!

existing columns and click thesert Control

Figure 21- Insert Controls

Using the Table Tools Layout Tab to Insert Rows and Columns

1. Click in thecellthat you want to insert a row or columaround.
2. Click theLayouttab for Table Tool§$SeeFigure 22.

3. IntheTable Tools Layouttab, clickinsert (Above, Below, Left, Right) insert a

row or column (Se€&igure 22.

%0 ¢ Document! - Word Iahle [d e

File Home  Insert  Design Layout P.efercncoMai!ings Review  View  Add-ins Design (BN U Tl me what you want to doi.

el M= Ee R [ =

mnfl G 3 I =
Select  View Propertis. Draw Eraser Delets sert | Mews § o AGORt Blwisth 216"
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Table Draw ns 5 Merge Cell izt 5 Klignment [

Figure 22 Insert Rows or Columns
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Using the Table Tools Layout Tab Rows & Columns Dialog Box

1. Click in thecellthat you want to insert a row or columeround.
2. Click theLayouttab for Table Tool§SeeFigure23).
3. IntheTable Tools Layouttab, click theDialog Box launchefor the Rows &

Columngyroup (Sed-igure 23.

Pocurmentl - Word Iable Id e
Layout  References  Mailings  Review  View  Add-ins Design (BN U Tali me what you want to doi
[ = TR (e ] e B B B R s TS M BB A3 1 | Al e e 2
‘-‘T H. E= i =~ il & ‘ 5 == =5 B lHaghe 010 FIF Disribeite Rows SEEe ZL \»l 25 fx
Select View Propetis Draw Erase  Dete  Dnset Dsen Insen I g St Spit Aot Elwian ate' B DivibcteColmne o T6t  Qél | Sat  Repest Comvert Fommula
- fridlines Tohl= = Aboue Belowe Left R Cels Cells Table =+ B B E itton Margins (e
Table Draw Rowss & Cofumns I} Merge Cell Size i Llignment Data

Figure 23 Rows & Columns Dialog Box Launcher

4. In thelnsert Cellglialog box, click one of tHast two optionsto insert a
row or column (Se€igure24).

5. Click theOKbutton (SeeFigure24).

Note: You can also seleghift cells righor Shift cells dowmo insert a single cell.
(Insert Cells M

() Shift cells right

(") Shift cells down

' Insert entire row

) Insert entire column
Seees

Figure 24 Insert Cells Dialog Box

Deleting Cells, Rows, Columns, and Tables

Select theows, columns, cells, or whole tablihat you want todelete.
Click theLayouttab for Table Tool¢SeeFigure 23.

In theTable Tools Layouttab, clickDelete (SeeFigure 2%.

A

In the Deletedrop-down menu, cliclbelete (Cells, Columns, Rows, or Table)

(SeeFigure2b).
- Document] - Word able 1d 2 = -
esign e eferencs 3ili e iew ins esign i ‘e mz what you wans 1o 8c... RandaliDean 53 Share
1 3 5 So 1 1 Fie S s Rows ] ‘ 9 ‘] %

Figure 25 Table Delete Options
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Changing Cell Size

There are three ways to change the size of rows and columns in a table; either
by setting the dimensions, dragging the cell borders, or by distributing your rows
and/or columns.

Setting the Dimensions

1. dick in thecellinside the row or column where the size needs tcalogusted.
2. Click theLayouttab for Table Tool§SeeFigure26).

3. IntheTable Tools Layouttab, change theneasurementin the height

and/or width fields (Se€&igure26).

B 2 =
o g e . d 3 Layout B g 4
J manei :": E 3 [|Haght 021 EE Distibte Rows ?IEE- E; il AZ“,
et E P:‘ _‘VI!I Rutofit \E=vigt 206 < | Disrbute Columns _:JB;;EEL “:,I e

Merge Cell Size & Kiignment Daty

Figure 26- Cell Size

Distribute Rows and Columns Evenly

1. Select therows or columnsyou want to distributesvenly.
2. Click theLayouttab for Table Tool§SeeFigure27).

3. IntheTable Tools Layouttab, clickDistribute Rowsor Distribute Columns

(SeeFigure2?).

Document! - Word Table [d e

Inset  Daign  Layout  References  Mailings  Review  View  Addins  Design DTN O Tol meoouwsn::cu.:.,.

[: H: E 7 e )'-i. A i“ ;«-H-): :::: E (| Haght 021 - |EE Distribute Rows

Select  View Propertis. Draw Erate Deete I

U Incen Insen | Meoe Spht Spit | Aot PRwga g6 < |FH Distibote Columns
¢ left Right | Cebh Cels Table - " -

Merge Cell Sizé

Figure 27- Distribute Rows or Columns

Dragging the Cell Borders

To change the cell size by dragging, hover your mouse cursor over the border of the column or rq
wish to change. The cursor will change to a resize cuedirclick and drago resize your columor

row.

3

2 LL§

H |

Figure 28 Dragging Cell Borders
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Add Text Wrapping to a Cell

As you type text into a cell, the column will expand to accommodate youy elfityou
want the text to wrap inside the cell (move down when it hits the column border), the
following steps will explain how to enable text wrapping:

1. Select thecell(s)in your table to add textvrapping.

2. Click theLayouttab for Table Tool§¢SeeFigure 29.

3. IntheTable Tools Layouttab, clickDialog Box launchefor the

Cell Sizgroup (Sed-igure 29.
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Figure 29 Cell Size Dialog Box Launcher

4. IntheTable Propertiedialog box, clickhe Celltab (Sed~igure30).

o

Click theOptionsbutton (SeeFigure30).

‘ [V] Preferrec width: | 216 % Measurein: | Inches

‘ Vertical slignment

ok | [ canca |

Figure 30 Table Properties Dialog Box

6. TheCell Optionsvindow will open. Click thbox next to Wrap text(SeeFigure31).
7. Click theOKbutton (SeeFigure3l).
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Cell Options .— @‘g

Cell margins

[V] same as the whole table

Top: {0 = Left 10,08
Bottom: |0 =| Right: |0.08

Options

E Wrap text I : ,
| Fit text

Figure 31- Cell Options
8. In theTable Propertiedialog box, click th&Kbutton.
Moving a Table
1. Click in theable.

2. Move the mouse over th&able Selectom the top left corner of theable.

Figure 32 Table Selector

3. Leftclick and drag théable to the new location within thelocument.

Altering the Design of Your Table

TheTableTools- Desigrtab containgoolsfor alteringthe designof yourtable by adding
presettable styles (e.g. banded columns, highlighted total row, etc.), shading options,

and changing the color and style of your borders. Thable ToolsDesigntab is shown
in the Ribbonby first selecting table.

H %0

Document] - Ward Table Tools

File Home Insert Design Layout References Mailings Review View Add-ins Layaut Q Tell me..

Randall Dean Q.Share
| Header Row | First Column o

A
A — - : i
Total Row Last Column - Yop v = A=
_ Shading ~Border Borders Border
+| Banded Rows Banded Columns s

2 -
Styles ™ E Pen Coler r  Painter
Table Style Oplions Table Styles Borders A

Figure 33 Tabk Tools Design Tab
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Adding Table Styles

1. Click in theable.
2. Click theDesigntab for Table Tool¢SeeFigure34).
3. IntheTable ToolsDesigntab, scroll through the styles with thg and downarrows

(SeeFigure 33.

4. Click the desirethble styleto apply (Sed-igure 34.

Note: You can hover overBable Styl¢o see a live preview.

H -0 s Documentl - Ward I eu\e Toals

File Home [nsert Design Layout References Mailings i View  Add-ins Layaut Q Tell me... Randall Dean R.Share

V| Header Row |+ First Column M ‘

L E il

Total Row Last Column Vopt —— | = &=

==i5fiading = Border Borders Border

/| Banded Rows Banded Columrs T - Styles ™ E Pen Color = r  Painter
Table Style Options Table Styles Borders LA

Figure 34 Table Styles

5. You can further customize thEableStyleby selectingpptions under theTable Style

Options

H - = Documentl - Word

File Homa Insert Design Layout References Mailings Review View Add-ins Layaout D Tell me... Randall Dean Q Share
+| Header Row  [+| First Column EEEE = === = = ——=] ———== - o ____ )’% Tl e
Total R Last Cal EEEEE ====z= ===== =Z==== Z[zz== =-z:z-:== = ¥ pt . R
otal Raow ast Column | | E=EI=EE D == === === == === oo - —— - 2 p - =
E==EEE | === E==zs -CoI:c _ Shading Border Borders Border
/| Banded Rows | | Banded Columrs - Styles - i Pen Color - - Painter
Table Style Options Table Styles Borders P

Figure 35 Table Style Options

Headers and Footers

Headers and Footers allow you to add information (e.g. name, title of document, etc.)
within the top or bottom margins of your document, and wépeat on every page for
your document. The following explains how to insert a simple header:

1. Click thelnserttab (Sedrigure36).
2. Inthelnserttab, clickHeader(SeeFigure36).
3. In theHeaderdrop-down, select dHeaderfrom the list (Sed-igure36).
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Figure 36 Insert Header

4. TheHeademwill be inserted into your document. Type yaaformation into the header,

[reacer [

Figure 37- Header Inserted

5. While editing your header, thieleader & Footer Tootdesigntab will open.
You will nobe able to return to the body of your document until you close
the Header & Footefools
(SeeFigure 38.

6. To close thaHeader & Footer Tootab and return to editing your document,

click theClose Header and Footéwutton (Sed-igure38).

H 905 s Dacuimentt - Word

File Home Insert Design Layout References Mailings Review View

118 L - h o
Headsr Footer Page Date & Document Quick Pictures Online

MNumber = Time Into~  Pars- Pictures | Header Foote
Header & Footer Tnser Nawngation

Figure 38 Close Header & Footer Tools

Note: To return to editing youHeader doubleclick withinthe Headerto select it.

Note: The steps for inserting a footer into your document are the same. Follow

steps 16 above; selecting thEooteroption instead.
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Inserting Page Numbers

Word provides a simple tool for adding page numbers to your documentn$kd page
number tool also providesa selectionof simple, and colorful options for your page
numbers.Thefollowing explains how to insert page numbers into the bottom page of
yourdocument:

1. Click thelnserttab (Sedrigure39).

2. Inthelnserttab, clickPage Numbe(SeeFigure39).

3. InthePage Numbedrop-down menu, cliclBottom of PaggSeeFigure39).

4

In the Bottom of Pagelrop-down menu, select age Numbefrom the list

(SeeFigure39).

m == o

Fardsl Dean 9 Shxee:

Tabjes nusrtions Adc-ing Links, Zomments

Figure 39 Page Number

Section Breaks
Asection breaks apartition in a document that allows you to apply different layout and
formatting options to different sections of the document, allowing for more control over
G§KS R20dzYSyidQa F2NXIG FyR adtetSeo C2N SEHYL
section @ the next page, allowing you to maintain your spacing between sections. There

are four types of section breaks: next page; continuous; even page; and odd page.

Inserting a Section Break

1. Click at theend of a pagen the document.

2. Click theLayouttab (Sedrigure40).

3. InthePage Layoutab, clickBreaks(SeeFigure40).

4. In the Breaksdrop-down menu, selechext Pagdrom the list underSectiorBreaks
(SeeFigure 40.
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Margins Orientation Size Columns = astit T3 Bring g Selection
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Page Setup b 1 Mark the point at which one page ends (= Arrange -
e ST eI 7‘ L ‘ 1 and the next page begins, ) 4 : e ; o 7
: —in  Column
- Indicate thatthe text following the column
= break will begin in the next column,
] 2] =N Text Wrapping
£ 2 Separate text around objects on web
pages, such as caption text from body text,
9 Section Breaks l 4 \
1 Next Page =
) L4 If; Insert 3 section break and start the new
= ——|  cection on the next page.
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5 = Insert & sectien break and start the new
£ section on the same page.
2 I 2 Even Page
: = Insert a section break and start the new
~ ‘ =S| section on the next even-numbered page.
|= Odd Page
1 31 Insert 3 section break and start the new
- ‘ =| section on the next odd-numbered page
Pagetoft Owords L2 B B3 B - i + 100%

Figure 40 Next Page Section Break
Note: Breaks inserted into your document will be hidden from view. InHbenetab, click

the Show/Hidebutton under theParagraphgroup.

b Dacumertl - Word
Home Insert Design Layout References Mailings Review View Add-ins Q Tellme what youwant to do... Randall Dean Q Share

o n D -

) Ci = <[RS o | A | L s e | A T " 4 . » Find

0 Calibri (Body) - |11 A s A C dlless i = ks il ) AaBbCcD(: AaBbCcD:e AaBh(r Aadblcl Aa B 38 Replace

= “ap 7| | wac e
Paste: = S\ S R N S T 7 1 No Spa 3 2 =

: ¥ Foimat Painter B I U ~abex X AR A = ¥ v i Normal No Spac.. Headingl Heading Title - {_ Select -

Cliphozard % Font I Palagraph B Styles ' Editing A

Figure 41- Show/Hide

Using Section Breaks to Alter Page Numbering

Thefollowing example describes how to use a section break to display different page
numberings in separate sections of a document. For example, you are creating a researd
paper with a title page and table of contents. You would like to have page numbehgon t
pages of the paper itself, but not on the title page or table of contents.

1. Click at theend of the table of contentpage.

2. Click theLayouttab (Sedrigure4?2).

3. In thePage Layoutab, clickBreaks(SeeFigure4?2).

4. In the Breaksdrop-down menu, selec€ontinuousfrom the list underSectiorBreaks

(SeeFigure 42.
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Figure 42- Continuous Section Break

Click thelnserttab (Sed-igure43).

5

6. Inthelnserttab, clickPage Numbe(SeeFigure43).

7. In thePage Numbedrop-down menu, cliclBottom of PaggSeeFigure43).
8

In the Bottom of Pagelrop-down menu, select age Numbefrom the list

(SeeFigure43).

Document! - Word

Pl Nusmber 3

Figure 43 Insert Page Number
9. You should now see%ection header and footer on théable of contentpage, anch
Section header and footer on the following page. T8ection Zheader and
footer should also be labelleshme as Previoy$SeeFigure 44.
10.Click in theFooter-Section 2to select it (Se&igure 44.
11.In the Header & Footer Tooldesigntab, click theLink to Previousutton

(this will break the link between the two sections) ($egure4s).
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Figure 44 Link to Previous

12. Select the page number in tif@oter-Section 1anddeleteit.

13.Click in theFooter-Section 2to selectit.

14.1n theHeader & Footer TooldDesigntab, clickPage Numbe(SeeFigure45).
15. ClickFormat Page NumberSeeFigure45s).

H 9

¥ Documentl - Word
File Horl @[nsen Design layout  References Mailings  Review  View  Add-ins @ Tell me., Randall Dean 2, Share
B j1 28 ;I} ij [E\] ‘—J [ | =4 Previous - Diferent First Page __*Header from Top: 0.5 > B
Heiz: Pt ok Dearedrt G Phnse: O | 6ot it il Ol oo oy, | Eibestm S 057 |
o . Time. Tos. Pates Pictures  Header Eoater 4 Linkto Previous | | Show Document Text 3] Insert Alignment Tab and Focter
b et Navigation Options Position Close »
L [ CERCIR SRS SRR M |G S RS IS) SIS A R0 WU [ SSHICR. A6 PSS ISR ST SRS MRSy -
y b
< [#] LurentPosition ’
[ fomstPage ot {15)
Pk RemovePege Numbers

Figure 45 Format Page Numbers

16.1n thePage Number Formalialog box, in théStart atboxenter 1 (SeeFigure46).

17. Click theOKbutton (SeeFigure46).
'.Page Number Format_s X [@&.‘g

Number format: 1,2, 3, ...

Ij Include chapter number
Chapter starts with style: |[Heading 1
Use separator: - (hyphen}
Exampies: 11 1-A
Page numbering

(' Continue from previous,
@) Startat: |1

Cancel

Figure 46- Page Number Format Dialog Box

Removing a Section Break

1. Click theHometab (Sedrigure4?).
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2. In theHometab, click theShow/Hidebutton (SeeFigure4?).

H® Ta ¥ Dacument! - Word

File Insert Design Leyout Referances Mailings i i e
o A Al a > o= m e == lal P Fird ~
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Pa'sra o oot it BIU~vaex ¥ AW A- === 85" fNormal T NoSpac.. Headingl Heading2 Title

=1 [k select~

Clioboard I Font ] Paragraph Ty Styles Iy Editing A

Figure 47- Show/Hide

3. The section break will be revealed. Select $lkeetion breakin yourdocument.

4. Press theDeletekey on your keyboard.

Columns

. 2dz OFy d®d%td2XNR@A FSI ( dzNB-styledayodtNddd (S |
document. You can create the column structure before you start typing, and then enter
the text; however, you may find it easier to type the text in paragraph format, and then
apply the paragraphtsicture. Either way, the text always flows from one column to

the next.

Creating Columns
The following explains how to create columns within your document:

Note: If you R 2 yn@ni to apply columnsto specificareasof your document,insert
section breaksto separate that text from area of the document that will include
columns. Insert section breaks before and after the text that you want to format as

columns (Se&ection BreakBr moreinformation).

Clickinside the sectiorthat you want to format intacolumns.
Click theLayouttab (Sed~igure48).
In the Layouttab, clickColumns(SeeFigure 48§.

r W DR

In the Columngdrop-down menu, select theumber of columndo create

(SeeFigure48).
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Figure 48 Choose Number of Columns
Accessing Additional Column Options

Additional column options are available to further customize your columns (e.qg.
separate columns by lae, varying lengths for columns, multiple columns). The
following shows how to access the column options.

1. Click theLayouttab (Sed-igure49).

2. In theLayouttab, clickColumns(SeeFigure 49.

3. In the Columngdrop-down menu, cliciMore ColumngSeeFigure49).

Document] - Word

Relerences Meailings Review View Add-ins Q Tell me=

i:‘T‘! [ D% :_t_.l Indent Spacing 4 [¢ Align-
L Iy = =75 Py
s S L —! Numbers~  *=ieft |0 - o= Beforz Upt 3 X
Margins Otientation  Siee |Calim: =0 — =~ 0 Wiy 9 Selection
- - . Ryphenation = =% Right: 0" T s=After Ept = Text> Forward = Backward© Pane
Bge S| v Paragraph Arrange ~
|I=| | One
3 1 | DR TR L e U N N 10 P ST I ORI | B AP
=] Thre

== Morte Columns,,,

Figure 49 More Columns

4. In the Columnglialog box, make your changes as necessary Kgeees0).

5. Click theOKbutton (See Figureb0).
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Figure 50 Columns Dialog Box
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Microsoft Office
Word 2016 for Windows

WORKING WITH GRAPSIC
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Learning Objectives
After completingthe instructions in this booklet, you will be able to:
Insert graphics in the form of Pictures, Clipart, Shapes, VidedcSamenshots.
Modify and formatgraphics.
Transform and formashapes.
Insert video into youdocument.

Discover how Text Wrappingonks.

= =4 =4 A -a -

Insert text boxes and link thetngether.
1 Insert text intoshapes.

Working with Graphics
Theuseof graphicswill enhanceyour documentsand allow youto providethe reader
with additional information in the form of a visual aid. The follows&gtion explains

the various graphics features in Waz016.

Inserting Pictures
The following explains how to insert an existing picture saved to your computer into your

Word document:

1. Click thelnserttab (Sedrigurel).

2. Inthe lllustrationsgroup, click thePicturesbutton (SeeFigurel).

File Home o Design Layout References Mailings Review View ACROBAT

old @ Bl @ @ W [3

e
Bj Cover Page~

D Blank Page ] : ) . =
T Table JPictures inme Shapes SmartArt Chart Screenshot ﬂM}fﬁtdd-in: . Wikipedia Oplme
o] 722,20 - e Pictures - - Video

Pages Tables TNllustrations Add-ins Media

Figure 1- lllustrations: Pictures
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3. Thelnsert Picturadialog box will appear. Select tipecture you wish to insert from your

computer.
I o
[ 0F| et Picture:
- FrE r > = =—— — 1z |8
'@uﬁ . ¥ Libraries ¥ Pictures » My Pictures v gell
Organize. v New folder = @
BF Microsoft Word [ t)’ ('rn res library Arrangeby:  Folder v
icture
[ Favortes
HDD Documents
B Desktop |= "
& Dowinloads P
& Google Drive Chrysanthemum Desert Hydrangeas Jellyfish

%4 RecentPlaces =
£3 Dropbox t
| B SharePoint

& SkyDrive Lighthouse Penguins Tulips

o lerare=
= Documents
Muuc
= Pictures

E Videos e

File name: v [I-\Ii Pictures v I

Tools = [ Insert iv] l Cancel

Figure 2- InsertPicture Dialog Box

4. Click thelnsertbutton{ mset |+

Inserting Online Pictures
TheOnline Pictureol provides access to online picture resources sudiasosoft
Clipartand Bing Image SearcH he following explains how to insert onlipetures

into your Word document from a variety of internet sources.

Note: The Online Pictures icon has replaced @i Articon seen in previous
versions of Microsoft Word.

1. Click thelnserttab (Sed-igure3).

2. In thelllustrationsgroup, click thenline Picturedutton (Seerigure3).

File Home Design Layout References Mailings Review View ACROBAT

B Cover Page - L ‘ p r‘ JD I I &+ &l Store \Xl F
D Blank Page ~ &
W Table Plctures Onlme hapes SmartArt Chart Screenshot & My Add-ins Wikipedia Online
*'— Page Break - ; 3 Video
Pages Tables Illustrations Add-ins Media

Figure 3 lllustrations: Online Pictures
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3. Thelnsert Picturesvindow willopen.
4. In the search box next tBing Image Searclype aword or phrasethat
descibes the desired image (See Figure 4).

5. Pres<Enter.

Insert Pictures

_Bmg Image Search I Trees I
Search the web

Figure 4- Insert Online Pictures

6. A list of your search results will appear (Fégureb).
7. Click the desired picture you wish to add and clickitisert button (SeeFigureb).

b bing  Trees O o=

Size ~ Type = Color~  Creative Commons only +  Clear filters

¥

hese results are tagged with Creative Commons licenses: review the license to ensure you comply. Show all results

ou are_responsxblefor respecting others’ rights, including e eatsted, I Insert l { Cancsl ‘
opyright. Learn more here.

Figure 5 Clip Art Search Results

Note: The procedure is the same for inserting images uBing Image Search

Modifying Graphics with Picture Tools

After inserting a picture, you can make changes to the biaghtness, shading, etc. by

accessing the

Picture ToolsThe following explains how to access Bieture Tools
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1. Click thegraphicto select it. ThePicture Tools Formatcontextual tabappears.

H -0 = Word_2016_PC_Working_With_Graphics.docx - Word Picture Tools

File Home Insert Design Layout References Mailings Review View ACROBAT Q Tell me what you want to do...

E‘§ . [] EJ Compress Pictures Jo— == g [z L& Picture Border ~

! f:] Change Picture | il || ol el & @ Picture Effects ~
Remove  Corrections Color Artistic e —

Background Effects ~ ‘I Reset Picture ~ [;‘ Picture Layout »

Adjust Picture Styles

Figure 6- Picture Tools

2. Click thePicture Tools Formatcontextual tab. Thé&icture Tools Format
groupswill appear in theibbon.

Word 2016 PC Working With: Graphics docs - Word

Kothryn Creech Morgan ©

Maling:  Review

Rt ]
gy |k

BN AR == e e Cion =

ositian Wi <
* BhPictitelayots . Tpe- CySclectionPane.  “ARotater

Arangr

Figure 7- Picture Tools Groups

Adding Styles Your Graphic

Graphics have preset styles under fhieture Toolg Formattab that you can use to
alter thecolor, border, and any special effects to the shape. The following explains
how to apply a style to a shape:

1. In thePicture Stylegroup, click on atyle of yourchoice.

[# pi .
| g g - 2 Picture Border
ol | |l el ol sl |~ O Picture Effects -
)5 Picture Layout ~
Picture Styles "

Figure & Picture Styles
2. Click thedrop-down arrowto access additionatyles.

~— f— el el o IS [-—_’ Picture Border ~
ol | andl| il ol & e - ¥ Picture Effects -
_ % Picture Layout ~

Picture Styles "

Figure 9- Accessing Additional Picture Styles

3. To access additional formatting options, click thalog launcheiin the
lower-right corner of thePicture Stylegrouping.
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Figure 10 Picture Styles Dialog Box

4. TheFormat Pictureptions will appear to the right of your document (S&gurell).

Format Picture it
H Q.

P SHADOW

> REFLECTION
b GLOW

b SOFT EDGES

b 3-D FORMAT
b 3-D ROTATION

P ARTISTIC EFFECTS

Figure 11- Format Picture Options

ReSizing a Graphic
The following explains how to 1&ze graphics:

1. Click thegraphicto select it. The sizing hdtes will appear around the border of the
picture.

o O

Figure 12- Sizing Handles

2. To resize the picture so the dimensions remain proportional, place your mouse

over one of the corner sizing handles, click, and drag. If you drag a side sizing

handle you wilchange one dimensioonly.
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3. The curved arrow at the top of the picture allows you to rotate picture.

_—————

Figure 13 Rotational Arrow

4. To resize the picture to a specific value, enter number fortiight andwidth in the

Sizegrouping undeiPicture Toolg Format(SeeFigure 14.

= -

Kathryn Creech Morgan

= B < Atign~ | [ e Height: (117 .

S W— e ard =1 Group "é"#
osition rap rop B=—2\w; . " =
= Text - El; Selection Pane “k Rotate ~ < oy, Witdtte |7 ¥

Arrange Size =

Figure 14 Size Grouping

5. You can also enter a specific size value by clickin§itteedialodox.

gl O

Kathryn Creech Morgan Q_

Biing Fomward = Align . & Height: 11" -
Send Backward L= Group -.Fi'

; Crop = \Widshe 7" ~
Selection Pane “A Rotate ~ o oy Width: |7 :
Arrange Sira I

Figure 15 Size Dialog Box Launcher

6. TheLayoutwindow will appear.Setthe dimensiongy enteringthe heightand
width or setthe scale by entering the height and width in the Scaletion.
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| Pasition TextWrapping] Size |

Height
@ Absolute 11.02"

Relative relative to | Page

Width ‘l
@ Absolute 1,58 =

Relative e relative to | Page
Rotate
Rotation: 0* 3 |
II Scale
Height: 100% & Width:  100%
[¥] Lock aspect ratio
[¥] Relative to original picture size

Original size
Height: 1.02° Width: 1.58"

Figure 16 Size Dialog Box

Note: If the Lock aspect ratio baz checked, changing either the height or width in

either section will alsehange the other dimension by the same amount.

Repositioning a Picture

Pictures can be repositioned on the page either by using the Object Position feature, or

by dragging the picture to the new location. Before you can drag a picture, text wrapping

must be set to something other thdn Line with TextSeeText Wrappindor more
information.
The following explains how to reposition a picture:

1. Click on thepicture to berepositioned.

2. Under thePicture Toolg Formattab, click thePositionicon.

Position§ Wrap e
Text~ Dk Selection Pane A Rotate ~

Arrange
Figure 17- Position Tool

3. A dropdown will appear. Select thgosition layoutof yourchoice.
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With Text Wrapping

[ oy &

LS (5 A

T More Layout Cptions...

Figure 18 Position Options
Note: The position selected also determines the text wrapping for the picture.

4. To manually move your picture within the document, {elitk on youpicture

and drag it to its newocation.

Text Wrapping

Sometimes you may need to have text wrap around a picture. The following explains hov
apply text wrapping to your document:

1. Click on thepicture to apply text wrapping.

2. Under thePicture Toolg Formattab, click thewWrap Texticon.

FORMAT

Enssl = Bri - 4 2
fing Forward |€&

Ell=

Position§ Wrap | ) 3
v Text ~ |l Selection Pane i

Arrange

Figure 19 Wrap Text

3. A dropdown will appear. Select the type tafxt wrappingthat you want

to apply to your picture.
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Texi E[} Selection Pane

In Line with Text
Square

Tight

Through

Top and Bottom

Behind Text

I o -

In Front of Text

T More Layout Options...
Set as Default Layout

Figure 20 Text Wrapping Options

Note: You can also access the text wrapping options by clickinayloait button that

appears when clicking on a picture.

Figure 21- Layout Button

Inserting Shapes

The following explains how to insert a variety of predefined shapes into your Word docun

1. Click thelnserttab (Sedrigure22).

2. In thelllustrationsgroup, click on th&hapeshutton (SeeFigure22).

Home
B CoverPage~ D L ] l ]
-y ;=

[] Blank Page

Layoue References  Mailings  Review  View  ACROBAT

lﬁ I I o i Store W E

1 Table  Pictures Online §Shapes §martArt Chart Screenshot &3 My Add-ins ~ Wikipedia Online
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Figure 22 lllustrations: Shapes

3. A dropdown window will appear with a library of shapes to choose. Click on a
shapeto select it.
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Figure 23 Select a Shape

4. Your cursor will change to a crossk_,l_ and you will be ready to insert your selecte
shape.

5. To draw your selected shape within your document, hold the left mouse

button anddrag the cursotto draw yourshape.

+
— 4

Figure 24 Click and Drag to Draw Shape

6. Release the left mouse button when you are finished drawing your shape.

The shape will be adddd yourdocument.

Page68 of 105




Modifying Shapes with Drawing Tools

You can modify shapes in a number of ways. The following describes some of the ways

that shapes can be changed:

Resizing a Shape

Resizing a shape is similar to-sezing a graphic (picture or clip art). See the section in

this booklet onRe Sizing a Graphfor more information.

ReShaping

After clicking on a shape, tlghaping handlewill appear &long with the sizing
handles) as yellow squares. A tdonensional shape can be altered by clicking and

dragging the yellow squares to alter a certain aspect of the shape.

Figure 25 Reshaping a 2D Shape

Accessing the Drawing Tootd~ormat Tab

Shapes Wl have their own set of editing tools accessible by a context sensitive tab on
the Ribbon To access this tab, click ostepein your document and thBrawing Tools

¢ Formattab will appear in thkibbon
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Figure 26 Drawing Tools Format Tab
Adding Styles to youShapes
Shapes have preset styles under bhemwing Toolg Formattab that you can use to alter
the color, border, and any special effects to the shape. The following explains how to app

a style to a shape:
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1. In theShape Stylegroup, click on &tyleof yourchoice.
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Figure 27- Shape Styles
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2. Click thedrop-down arrowto access additionatyles.
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Figure 28 Accessing Additional Shape Styles

3. To access additional formatting options, click thalog launcheiin the

lower-right corner of theShape Stylegrouping.

Waorkshop sign-in.docx - Word
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Figure 29 Shape Styles Dialog Box

4. TheFormat Shapeptions will appear to the right of yowtocument.

Format Shape s
» O

bl

P Line

Figure 30 Format Shape Options
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Applying Color to YouShape

The following explains how to add/change tb@lor of a shape:

1. IntheShape Stylegroup, click thelrop-down arrow for ShapeFill.

Waorkshop sign-in.docx - Word
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Figure 31- Shape Fill

2. Select aolorto apply it to yourshape.

Changing the Shape Outline

The following explains how to change the outline for a shape:

1. In theShape Stylegroup, click thelrop-down arrow for ShapeOutline.

Woarkshop sign-in.dook - Word
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Figure 32- Shape Outline

2. Adrop-down menuwill appear.Fromhereyou can alterthe color,thickness

(weight)of the outline, and addlashes.

ZShape Qutline = E
Theme Colors
| EEEEEN
.III||||||
Standard Colors
HE EEEEER
Mo Qutline
wer  More Outline Coelors...
= Weight 3
=z Dashes 3

Figure 33 Shape Outline Drojglown
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SwitchingShapes

The following explains how to switch shapes in the document:

1. Inthelnsert Shapegroup, click theedit Shapecon. A dropdown menu willappear.

o OO O l"jj Edit Shape ~ .
ﬂ.—L—L)E:>@ 5~ L"&' Change Shape
%2 LY Hes

3

©'="  Edit Points
Insert Shaj

Figure 34 Edit Shape Icon
2. ClickChange ShapeA list of shapes wilppear.

3. Select a shap&rom the options available to switch it with your selectdthpe.

Add Text to a Shape

To add text to your shape, simply click on your shape to select it and begin typing. Your
text will automatically fill into the shape. Adjust your shape as needed toemak

additional space for your text. Text can be formatted like regular text in the document.

Figure 35 Entering Text into Shapes
Inserting SmartArt

SmartArt graphics provide a visual representation of information or ideas. The

following explains howo insert SmartArt graphics into your Word document.

1. Click thelnserttab (Sed-igure36).

2. In thelllustrationsgroup, click on th&martArtbutton (SeeFigure36).
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Figure 36 lllustrations: SmartArt

3. TheChoose a SmartArt Grapmindow will open. Select 8martArt
graphic from the list (Seleigure37).
4. Click theOKbutton (Seerigure37).
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Figure 37- Choose a SmartArt Graphic

Office.com

5. The selecte@martArtgraphic will be inserted into your Wodbcument.

Editing SmartArt Graphics

Once inserted into your Word document, ydemartArtcan be edited and customized

by accessing thBmartArt Toolsab. The following explains how to access Besign
and Formattabs:

1. Click on themageof your SmartArtgraphic. The&SmartArt Toolgontextual

tab will appear at the top of thecreen.

Mailings  Review  View  ACROBAT Format

®
!-.C

=
= Change
Colors~

Layouts

Figure 38 SmartArt Tools

To alter aspects of the SmartArt desighick theDesigntab.
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Figure 39 SmartArt Tools: Design

Note: The SmartArt Tools: Desigab contains tools that will allow you to alter

the layout of the selected design, change colors, and select from preset styles.

a. To format aspects of the SmartArt graphic, click Foemattab.
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Figure 40 SmartArt Tools: Format

Shape Styles

Note: The SmartArt Toalgormattab contains tools that will allow you to change the
shape of your SmartArt, add preset styles to the shape and words,chndse
individual aspects of the SmartArt graphic to modify (e.g. changing the shape fill or
outline).

Inserting Charts
Adding charts to your word document can help readers visualize a relationship among

sets of data. The following explains how to add @htir your word document.

1. Click thelnserttab (Sedrigure4l).

2. In thelllustrationsgroup, click on th&€hartbutton (Sedrigure4l).
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Figure 41- lllustrations: Chart

3. Thelnsert Chartvindow will appear. Click on the#hart you wish to use (Sdeigure4?2).
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4. Click theOKbutton (SeeFigure4?2).
Insert Chart [R5

il 11 i| Bf [BA 4n a8 05 44

{
i =
Column

fine Clustered Column

Pie

Bar
Area

ChanTne
XY (Scatter) . II II II |I
8 ey s = ety

Stock

Surface B
Radar

Treemap

Sunburst

FOMEBREEREMe FE

Histogram

EEE

Box 8 Whisker
Waterfall

Combo

(2)

Figure 42- Insert Chart

Note: Hover your mouse over the picture of a graph for auaeged preview of the chart.
5. The selected chart will be inserted into yalocument.

Editing your Chart

Once inserted into your Word document, your Chart can be edited and customized by ac
the Chart Toolsab. The following explains how to access Besignand Formattabs:

1. Click on youchart. TheChart Toolgontextual tab will appear at the top of tteereen.
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Figure 43 Chart Tools
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\Figure44 - Chart Tools: Design

Note: The Chart ToolsDesigntab contains tools that will allow you to alter the layout
of the selected chart, change colors, select and edit your data, and select from preset

styles.
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b. To format aspects of the SmartArt graphiligkc the Formattab.
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Figure 45 Chart Tools Format

Note: The Chart ToolsFormattab contains tools that will allow you to add preset
styles to the shape and words, arrange and position your chart within your document,
and format specific areas of yoahart (e.g. axis, chart title, values, legend, etc.).
Inserting Screenshots

Thescreenshofeature in word will allow you to capture a designated window or area

of your screen, and insert it as a picture in your document. The following explains how

to addscreenshots to your word document:

To take a screenshot of an active window:

1. Openthe programor websiteyouwishto take a screenshobf (makesurethe

window is not minimized).

2. Click thelnserttab (Sed~igure46).

3. Inthelllustrationsgroup, click on thé&creenshobutton (SeeFigure46).
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Figure 46 lllustrations: Screenshot

4. A dropdown window will appear. Undekvailable Windowsyou will see a

thumbnail preview of all opewindows.

o & Store W
Kcreenshot 3 My Add-ins + Wikip

Available Windows

e Screen Clipping

Figure 47- Screenshot: Available Windows
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5. Click the thumbnail preview to insert the screenshot into ydocument.

To take a screenshot of a section of your screen:

1. Openthe programor websiteyou wishto take a screenshobof (makesurethe
window is not minimized).

2. Click thelnserttab (Sed~igure48).

3. In thelllustrationsgroup, click on thé&creenshobutton (SeeFigure48).
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Figure 48 lllustrations: Screenshot

4. A dropdown window will appear. Click ddcreen Clipping

oM #ll Store \X
Screenshot 3 My Add-ins Wikip4

Available Windows

&+ ocreen Clipping

Figure 49 Screenshot: Screen Clipping

5. Your screen will turn grey and a black crosshair will apTI,_aIHOId down
the left mouse buttonand drag the crosshair over the area of your screen
you wish tocapture.

6. Release théeft mouse buttonwhen you are finished capturing. Your

screenshot will automatically be inserted into yalocument.
Inserting Video into your Document

New to Word 2016 is the ability to insert online videos into your document. When

inserted into your document, the video will show a still image of the video. When
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clicked, the video will open in a separate window and will play. When printing out your
document, the video will look like a picture.
Note: To use this feature, you will neeah internet connection. Videos will not play if
the computer accessing the document is not connected to the internet.
To add video to your document:
1. Click thelnserttab (Sedrigure50).
2. In theMediagroup, click on thé@nline Videobutton (Seerigureb0).
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Figure 50 Online Video

3. Thelnsert Videavindow will appear. A list of search options aresented.

Insert Video

b Bing Video Search oo R
Search the web AL

é‘i \_"OU Tube Search YouTube
The largest woridwide video-sharing community

From a Video Embed Code

he embed code to insert a video from a web

Figure 51- Insert Video

4. In one of the search boxes, typavard or phrasethat describes the desired

video you wish to search foFigure 5Xhows a YouTube search telephants).

Y YouTube Elephants]

The largest woridwide video-sharing community!

Figure 52 Insert Video: YouTube Search

5. Pres<Enter.

6. A list of your search results walppear.
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Figure 53 Video SearcliResults

7. To preview the video, mouse over the image and clicknlagnifyingglass

Figure 54 Preview Video

Click the desired video you wish to add and clicklttsertbutton.

Insert

The video will be added to your document. It will show a still image from the video that
will display in the document as a picture (this is the image that will also appear if you
print the document). To play the video, click thkay button on top of the 8ll image
(SeeFigure 55.
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Figure 55 Video in Document

Inserting Text Boxes
A text box brings focus to the content inside and is helpful for showcasing important text
(e.g. headings or quotes). You can use text boxedacepext at specific locations in a

document, and format the text box with a border, shading, etc.

Inserting a Text Box

The following instructions explain how to insert a text box into your document:

1. Click thelnserttab (Sedrigure56).

2. In the Textgroup, click theText Boxicon (Sed-igure56).
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Figure 56- Text Box Icon

3. Alist of predefined text boxes will appear. Click oteat box.

Figure 57- Text BoxGallery
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